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Logging into Novell

The Novell Security System offers network capability while providing accelerated
network security. The Novell Login both allows appropriate users access to the
CONREP data system and protects confidential CONREP patient information.

¥ 5 Novell Login v4.80.20000717

Novell Client

Usemame: ||

Pazzword: I

[~ “Workstation only

Ok I Cancel Advanced

Step | Instruction System Response

1 Enter designated user's name in
the Username field.

2 | Enter the appropriate Novell
password in the Password field.

3 | Click on the Workstation only

check box.
4 | Click on the OK button. The Novell system will verify that the
user has network clearance.
If you ... Then...
Note: Should_the sygtem Qeny access Have clearance | The System will
follow system mstrucpops in the pop up open the
boxes to clear up login issue. CONREP Data
System
Do not have Novel will not
clearance allow that user
to login.
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Logging into the CONREP Data System

The CONRERP login screen allows eligible users to access the CONREP data
system. Since users have various levels of security rights, this login screen insures
that each user logging in has the appropriate security clearance.

C AL UF O RS

Mental Health

B EF & ETMEMNT

User Hame: |
Password: |
Server: [MHHSOL2 =
Database: |[CONREP JEa |
clear | Login | setup | Quit

Step

Instruction

System Response

Enter designated user's name in
the User Name field.

Enter the appropriate System
password in the Password field.

Select the server in the Server
drop-down.

Note: In most instances this field will not
be changed as system is set to default to
the most current Server/Database.

Select CONREP in the Database
drop-down.

Note: In most instances this field will not
be changed as system is set to default to
the most current Server/Database.
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5 | Click on the Login button or press
Enter.

Note: Should the system deny access
follow system instructions in the pop up
boxes to clear up login issue.

The CONREP system will verify that
the user has system clearance.

If you ... Then...

Have clearance | The system will
open the
CONREP
patient screen.

Do not have The CONREP

clearance System will not
allow that user
to login.

6 Click on the Clear button.

This will clear The User Name and

Password fields.

Change Password

The CONREP Data System will allow the user to change their password.
Passwords must be changed immediately if compromised. Additionally, as a
security precaution, passwords should be changed on average once per month to
prevent unauthorized individuals from gaining access to sensitive data. Passwords
must be at least 8 characters and one character must be a number.
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Bl Ghange Passwaord I

C aLnFom=E & B EF &« ET MEMNT

Mental Health

User Hame: Iestuser cu?

Hew Password: "

Verify Hew Password: |
(tzb off fisld to chanoe password)

Clear Change Password | Cloze |

Step | Instruction System Response

1 Login to system using the,
‘Logging into the CONREP
System,” instructions.

2 | Click on the Change Password The system will open the Change
button. Password pop up screen.

3 | Enter new password in the field
New Password.

4 | Retype password in the field Verify
New Password.

5 | Hit the Tab key. The System will enable the Change
button.
6 | Click on the Change Password The system will update the login
button. password to reflect the newly entered
password.
7 | Click on the Clear button. The system will clear the two

password fields.

Set Up New Server Connection

The CONREP Data System will allow the user to make new connections to servers
or switch from one server connection to another. A change in server connection
would occur only if DMH switched to an alternate server or added a new server.
Users are cautioned not to change server connections unless and until DMH notifies
of such change.
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ES Setup Login Configuration

Connection List
Server | Database |Default DB |alias
MHHAPSTOZ ConRep True COM REP DEVELOPMENT
Server: | Afias: |
Database: | Default: €
Cancel | Edit Add | Delete | ‘Exit
Step | Instruction System Response
1 Click on a server name from the The system will select the chosen
List Box. server.
2 | Click on the Exit button. The system will bring user back to
the login screen.

Add a New Server Connection

The CONREP Data System will allow the use

r to add a server connection to the

system connection list. Users are cautioned not to add new server connections

unless and until DMH notifies of such change
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B Setup Login Configurakion Ei
Connection List
Server |Database |Defak DB |alias
MHHAPSTOZ ZonFep True oM REP DEVELOPMENT
Server: || Alias: |
Database: J Default: &
Cancel | Save Add | Delete | Exit

Step | Instruction System Response
1 Click on Setup in the Login The system will display the Setup
Screen. Login Configuration Screen.
2 | Click on the Add button. The system will disable the
Connection list and enable the
Server, Database, Alias and Default
fields.
3 Enter the new server name in the
Server field.
4 Enter the database name in the
Database field.
5 Enter the database alias in the
Alias field.
6 Select the Default radio button.
7 | Click on the Save button. The system will update and save all

Note: When the default radio button is
selected, the server/database conditions
that were saved are now defaulted in the
login screen.

new conditions entered by the user.
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Delete a Server Connection

The CONREP Data System will allow the user to delete obsolete or unused servers
from the system connection list. Users are cautioned not to delete server
connections unless and until DMH notifies of such change.

ES Setup Login Configuration 5}
Connection List

Server: [MHHAPSTOZ Alias: [CON RER DEYELORMENT
Database: JCDnRe;J Defsulk: &
Cancel | Edit Add | Delete | Exit
Step | Instruction System Response
1 Click on Setup in the Login The system will display the Setup
Screen. Login Configuration Screen.
2 | Select the server to be deleted The system will enable the delete
from the List box. button.
3 | Click the Delete button. The system will enable a warning
message
box:
Delete current connestion? >

fire you sure you wish bo delete the current connection?

Note: If a connection is deleted the user
must recreate that connection by following
instructions in the Add New Server
Connection Section.

4 | Click the Yes button. The system will delete the server
connection.
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Logging off the CONREP Data System

Users must always click on the Quit Button on the menu bar to log off the CONREP
data System. The Quit function allows the user to log off the database as well as the
network server and allows the database to effectively shut itself down.

Clicking the “X” on the right hand corner of the data system screen will log the user

off the database but not the network server, which will result in unnecessary server
traffic.

Patient Information/Episode Information

The purpose of the Patient Screen is to track movement of CONREP patients to
allow for monitoring of core service compliance and to meet Department of Justice
patient status reporting requirements. CONREP Providers are required to submit
patient admission, discharge, or change in patient status (i.e., AWOL, NA, Transfer)
information within three business days of such occurrence.

To make a patient record complete/active the demographic fields must be
completed in the Info and Care Level screens. When a record is complete, the
Record Indicator will display a green indicator stating “Complete”.

[ CONREP - [CONREP Patienta] e S
| File Edt et Becords Window Help -]
| [ estierks [ Contractors [E] Beports $of Charge Pessword [ Coit ) CoMREP Help

g&::*w; Hola Admission D C Tl Patierk [0 Program Typa  Cane Lavel Confrachon
Episode | [COMUPDATE || aeni|fnziziziz || 3422|[COMREP |[INTENSIVE  |[D8iH Test Contractor 2 |
. ; S = FrstiMILast: [JOHR | [ooE |
COMNMREP Pailzpis ©Sempe i3t
Last hame: | Inffn |'L'ant Leved /Walver |I:|Ia-grbusls In'-\l'l:IL,"NA. |Elal'r|r: |Tr'art:l'u | Discharge |HI:ftn|'5.r
o CE& D Fatuz: foTy - Legal Classz [FC 1370 (1sTp =
Sl | """Eml Eind | PrnuraﬂT‘m-e:lfh. Eifariieibin I
Clel  Pakient MNarg iﬂ-d'ﬂwtel Commk: Criys WI Race: annr.n =
ca [Patieri: Mame R i Education Level: frone, kinderngarte: =
eaderice y! 'I- -'I
fHanital Sabus: F:!n ern=d, Ren
Gend:t-.an'h -
Controling Offance: Bmnd Cock | Admizsion Date: osizazz [
L2026 P - WATH FRUPEATT DaraGE ] Buth Dte: for/zer1 915 [31
Admit From: [Communety -
m e ) o
E Disability (Check all that appiy}
e = BOTR
Rmuduﬁm:{ﬂuﬂrallthuap@h]: I tdd s ety
AkAs | Other s | e —
Record: 14 < | PR I S I D
R TR - T E T
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Search/View Patient Records

The CONREP Data System provides the user with a variety of ways to search for
and view patient records specific to their program. The Data System search engine
allows the user to both search for individual patient records as well as search for
patient records that fit specified criteria.

Basic Search

A basic search allows the user to search for patient information either by patient’s
last name or CI&l number. A user may only search for patients enrolled in their
program.

Show All | .ﬁ.dgan-:ed...l Eind |

CI&I  PatientName |Adm Date |
Il | Patient Name
4 | 2+
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Step

Instruction

System Response

1 Enter either the patient’s last name
or CI&l number.
Note: A partial last name or CI&l number
may be entered when performing a
search.
2 | Click on the Find button. The System will locate all patient
names that match the typed criteria.
If there are no matches to the criteria
the following message box will pop
up:
CONREP
Note: Scroll to the right on the patient Patient not found or information inadequate.
return screen to see further information on
a specific patient record.
3 | Click on column header. The System will sort by the header
categories in ascending order.
I CIal Patienk Mame | Adm Date
Note: System will sort by only one category
at a time.
4 | Select patient record. The system will display patient
information.
Note: System filter will allow the selected
patient record to be viewed.
5 | Click Show All. The system will clear search filter

and Records Navigator will allow
access to all patient records.

Record: I<| 1 || Lk IH |>*|m|l‘!..| of 87
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Advanced Search

The Advanced Search provides for flexibility in searching patient records. The
criteria values vary and are specific to the screen from which the search is
performed. For example search criteria such as care level, and admission date are
available when performing an advanced search from the Info tab.

Additionally, the Advanced Search provides a number of parameters to assist users
in tailoring a search, such as “contains item”, “doesn’t contain item” and “starts
with”. Both criteria selection and parameters assist in locating records which match
user specifications. A user may only search for patients enrolled in their program.

[5eanch | | RBeland, please select records you wish to return.
| Field: =if] =l | = =l —
E it
elehe
Seanch |
[ Sort 1| R3] sortz B 2) sort 3§ =1 ¥

Fetorm £l I Wnzelect Al I — el T Exel Beport — Help I Exit I
Step | Instruction System Response
1 Select criteria from the Field drop-
down.

Note: Criteria selection is dependent
upon screen from which search is
performed.

2 | Tab to the next drop-down

3 Tab to the next field.
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Enter a value.

Tab to the next drop-down.

Make a selection from the drop-

down.

If you select...

Then...

And

The system
assumes you
may have more
than one
criteria that will
be added to the
criteria list box.

Or

The system
assumes you
may have one
or another
criteria that will
be added to the
criteria list box.

Click on the Add button.

The system will add the criteria to the
criteria list.

If ... Then...
That is the only | Go to step 9
criteria

There are more | Go to step 1

criteria

Click on the Search button.

The system will search records to
find all matches with the specified
criteria.
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10

If ... Then...
The system Go to step 12
reports no

records were
found with the
criteria.

If the system Go to step 15
reports
record(s) in the
return screen.

The system will sort in ascending
order by the parameter selected.

Details button | filter those
records to the
patient screen
where user can
view details of
those selected

records.
Click on Excel | The system will
button open and filter

those selected
records to an
Excel

document.

11 | Click on a criteria.
Click on the... | Then...
Edit button if Go to step 13.
the criteria
needs to be
edited
Delete button if | Go to step 1.
the criteria
needs to be
deleted
12 | Enter the correct data in the search
criteria fields by following steps
1-10.
13 | Select a parameter from the Sort The system will sort in ascending
drop-downs. order by the parameter selected.
14 | Select pertinent records. The records will be highlighted blue.
15 If you ... Then...
Click on The system will
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Scroll for Records

The record navigator allows the user to manually scroll through the individual
records of patients enrolled in their program.

Recard: 14 || T T e T

Step | Instruction System Response

1 Click '» | navigation button The system moves forward one
patient record at a time.

2 | Click [»t] navigation button The system moves to the last patient
record.

3 | Click -+ navigation button The system moves back one patient
record at a time.

4 | Click 11 navigation button The system moves to the first record.

View/Print Patient List

The system allows the user to view and/or print patient lists while in the Patients tab
of the Contractors screen. The Patients tab defaults to a list of the CONREP
Provider’s historical patients and also allows the user to search for patients based
on their admission status. Users may only view and/or print patient lists for patients
enrolled in their program.

CONREP Corjiraciors

| Current Info |l:ul1l:ral:l:: Patbenks | Clains | Contacks Contractor: DAH Tes! Cortractor 2
Select Adimission Status: ' = ich I
Paker i1l Legeal Class Frog. Type | Cars Level | Admited | Discharged |
DOE, XIHW Ml2121212  PC 1025 [HGI) L0 23 IRNTEMNGINE 412003
Courd of Pabieris: |1 Print |
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Step | Instruction System Response
1 Click on the Contractor button. The system will display the
Contractor screen.
2 | Select the Patients tab. The system will display all patient
names specific to program.
3 | Click on Select Admission Status | The system allows user to select
drop down. criteria for a patient search.
4 | Click on column header. The system will sort by the header
categories in ascending order.
T - LegalClass | Prog. Tywe | Care Level |_Admkted | Gischarged
Note: System will sort by only one category
at a time.
5 | Click on the Print button. The system will print a report of all
patients displayed on the screen.
6 | Click on the Show All button. The system will clear the search
filter.
Diagnosis

A diagnosis is a label applied to a patient by a physician or mental health
professional after confirming the presence of those symptoms and/or behaviors that
define the psychiatric disorder. Every CONREP patient will have, at minimum, an
Axis | Primary diagnosis, which must be reflected in the Diagnosis tab of the

Patients screen.

CONREP Data System User Guide (Version 06/13/03)

| Infa | Eare LeveliWaiver Diagnasts | awoL/ma | Claims | Transfer |Discharge [History

Mok [ Primary:

Bois | Seoondory:

A Bl

At -] Fmeen =l

=] [am =1 pelete |
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View Diagnosis

The system allows the user to view current diagnosis information by first locating the
patient record to be viewed and then clicking on the Diagnosis tab for the selected
patient. Users may only view Diagnosis information for patients enrolled in their
program.

AWOL/NA (Movement)

Whenever a patient is determined to be AWOL (absent without leave) or becomes
NA (not available), CONREP Providers are required to submit this status change
within three business days of such occurrence. (A patient is defined as AWOL
when he/she is not receiving treatment or supervision as ordered by the court. A
patient is NA when incarcerated or hospitalized for medical or psychiatric reasons.)

Viewing an AWOL/NA Status Record

The system allows the user to view AWOL and NA information by first locating the
patient record to be viewed and then clicking on the AWOL/NA tab for the selected
patient. Users may only view AWOL/NA information for patients enrolled in their
program.

IInFn |Eare Level/Waiver IDiagns AWDL/NA Il:laims Il'ransfer |Di5charg'e History

AWOLINAIMD NA Reason Werk On Date Rebeen Dake o

EET | | [EEmE | osjoajz003 Delete

Commenks: [

s ~|ETatE =] [osiowizoos | T
Comments: |

Add awoL/na | —
Record: 14 4] 1k | ]es e of 2 o
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Claims

The function of the Claim screen is to allow providers to submit Negotiated Net
Amount (NNA)/Core Service and Negotiated Rate (NR) claim data for contract
monitoring and payment purposes. CONREP Providers are to report all services
provided to patients, including those services not funded under contract.

COMNPEEP Coniraeions

| El.lwml:lnhllinr-'tmts ]Patianli Maims I Contacks Cunlraur: | |
—— T=n:|rc::|tjg‘ja.-'p:a]':,|;par ...... = tErtNamal ................................... _| ...............................
Servicalvu: | =1 | = Canlype:[ =]

“ervics  [R-HNG | S2vizeDae | Patiant e Rate | TiLnm| amcEled And Etersd |Sibmiz| Submkpate |
fulal®lec:[ ] roduas] ] pdd Claim fde claim | prnt

View/Search Patient Specific Claims

The system allows the user to search and view all claims for a specific patient by
accessing the Claims tab in the Patient screen. To view claims for multiple patients,
see View/Search Contract Specific Claims. Users may only search and view claims
information for patients enrolled in their program.
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| infa | Eare Leveliwaiver |Diagnasis | awoLma Claims | fransier |Discharge |History

Aokt ﬁd.ﬂ‘lﬂl:ﬂ'.'l

Cizcharged | |

Funding Code:

Service Date i:rviceT}-pel Lindt = |

Servios From: i
=] ServiceThen: x Clear

Contractar |

Step | Instruction System Response
1 Select patient name. Patient record will display.
Note: See Search/View Patient Record for
further information on Patient Search.
2 | Select the Claims tab. The Claims screen will appear with
all related patient claims displayed.
3 | Select desired criteria:
Funding Code
Service From
Service Through
4 | Click on the Find button. The system will display all claim
records with specified criteria.
5 | Click on column header. The system will sort by the header
categories in ascending order.
Ser e Dot |Sarven T | nae | Contrac
Note: System will sort by only one category
at a time.
6 | Click on the Clear button. The system will reset and display all

claims for the patient and clear all
search criteria.
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View/Search Contract Specific Claims

The system allows the user to search and view all claims for either a specific patient
or multiple patients by accessing the Claims tab in the Contract screen.
Additionally, the user can tailor their search by Service or Claim Type if desired.
Users may only search and view claims information for patients enrolled in their
program.

Current Info |[vu|1l:rm'.t: |Pa.ti=nl1 Claims ] Contacts Coniractor: |:n'H Tesd Contracior 2 I
Serwica Fram: |ﬁr2.:u:-3 - Furding Code: Service Type: - I L =, |
sarvkethon [owzo0s =] jCoMRERFunz]  Clain Tepe: =] Clear |
Sarvice  MR-AIG, | Service Dake | Pahert Mome Rate TiUnds Ao Bled | Fund | Enbered | Submit Submi Date |
1!-;;'.‘“’] [0 r A00AC I:I'_'lL_, IHH Fl'.l.l'.l.'l‘ 5 0000 i bll".,l':MIJf:- Fake Sr1/2003
Tokel EBlled: Takal Unks: addlaim | edit Clain Print
Step | Instruction System Response

1 Select the desired search criteria.

Note: The user can select more than one

criteria.
2 | Click on the Find button. The system will display all claim
records with specified criteria.
3 | Click on column header. The system will sort by the header
categories in ascending order.
Service Date | Servies Type | Units | Contractor
Note: System will sort by only one category
at a time.
4 | Click on the Clear button. The system will clear all claims

information as well as search criteria.
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Transferring a Patient

CONREP Providers are required to submit patient transfer information within three
business days of such occurrence. A patient transfer will occur when one CONREP
Provider assumes supervision and treatment responsibility for another CONREP
Providers’ patient. The CONREP Provider transferring the patient is responsible for
submitting transfer information in the CONREP Data System.

Viewing a Patient Transfer

The system allows the user to view Transfer information by first locating the patient
record to be viewed and then clicking on the Transfer tab for the selected patient.
Users may only view Transfer information for patients enrolled in their program.

Discharge

Whenever a patient is discharged from a CONREP Program, CONREP Providers
are required to submit this status change within three business days of such
occurrence.

2‘3’-”‘; Pl Adrissian 0 C &1 Pakierz I Prograe Type  Cane Leved Corfrackar
i=n -
Episasde | [COMUPDATE || E07 2121212 || 3ess|jcommEr  |INTENSKWE ] [DMH Test Contractor 2 |
] . et Fastiifast: [IOHN I EE |
T el I L - - Cornplete -
COMNMEP Patlapis TEREEES
Last e | |l|1I'|:| I[.:rcl:r-:l_f'ﬂ'mcr |I.'l|agmi ]A‘WDI..-'HR | Clairms I'!’rnn:fﬁ' Discharge IHI:rnr',l
arZ [&I: Dischange Diake: Legal Bases =
= For Dizchange I =l
show il | sdvarced... | Fod |
= [T Resfiensse E: Af rabeegginalzed becasse of the commimion of an offera for shich tha patiant was
C151  PatientHame | dckn Dabe | = i _
o TPaters Hane D b erous = Pavwpend o sbaapdilend due o danperusiitezaioning behaviern
[T moncomphancoe Wtﬂ:d dhom By program nonopmplisnce or SEAOL [other than befuaviars coversd
_l_ Dernmpenssiion - Byedordmbacitdoed dos Bo prochistnc decompanitian ¢ham Eahsuiar, halhsinsliang.
sarvas dareerion, bewats with maliy, e
T Substamce Alise - Frwsbeadbebusricdzod bacause subsiaree abuse was deionied,
Aoais [ Primany: Aais [ Seconday: Auis IL:
4 *
—l—l ) fdd Discharge Dlagnnsis [
ARAs l Other I0s
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Search /View a Discharged Patient’s Record

The system will allow the user to search and view discharged patient records (see
Search/View Patient Records for further information). Users may only search and
view discharge records for patients enrolled in their program.

’ FirstiMIfLast: [JOHN 1 || [DOE

I Info IEarr: Level /YWaiver |Diagnusi5 IAWDL,"HA IEIaims ITransﬁ:r Discharge Il-isl:ury

Discharge Date: | 05/15/2003 réfﬂ‘icia;rise |Rehospitalization of MDO parollees =
¥ Reoffense - Rex;nlé:ed.l' rehaospitalized secause of the commission of an offense For whica the pazient was
r Dangerous :a;zirsk;d or rehcspitalized due to dangerousithreztening behavior,
[ Moncompliance - Eexru:ujked.l'rehnsptalized cue to program roncormplance or AWOL (other than behaviors coverad
aiovel,

[T pecompensation  -Revokedishospralized cue to psychiatric decompensation (bizarre behaviar. hallutinations
severe depression, braaks with reality, ste)

[T substance Abuse - Revokedfrehosptalized tecause substane abuse was determined,

Aixis I Primary: Axis ] Secondary; Axs I
[v71.00 [ | [ | | =1 Delete
Add Disclhiarye Diayimsis
Care Level

All patients are assigned a Care Level upon admission to CONREP based on the
CONREP Providers’ determination of the required level of treatment and
supervision. A patient’s care level can change at any time based on their level of
functioning while in CONREP.
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I Info | Care LevelWalyer ll}lagnnir: Iﬁ'ﬁ-‘m..-'nn. I Clainns 1 Transies !l:li':r'hm g IHis tnay

Care Lewe] Mﬂ-i;atel.ev&lT |J"55'§.l'l-l|('||'v!'|l
Corglowed Code | Effective ke End Dok Comtraton [
Wakinrs Fedd Warvers I Dieslebye Wininvairs I

0d o rvice Coda .D'IdFr-.*r.wcr.c:f Hew Service h=m Freoueacy .ﬁpp:m'::iftb't.: N:A.'_m:wtdElll:ll

View Care Level

The system allows the user to view Care Level information by locating the patient
record to be viewed and then clicking on the Care Level/Waiver tab for the selected
patient. Users may only view Care Level information for patients enrolled in their
program.

Step | Instruction System Response

1 Select the Patient Record.

2 Select the Care Level tab.

3 | Click on the Column Header. The system will sort the records in
ascending order by Column Title.

Waivers

A Waiver of Core Service is a process that allows for deviation from core service
standards, including substitution of an alternative service, lowering of service
frequency or deletion of a service requirement. CONREP Operations sets
frequencies in the CONREP Data System for specified patients based on waivers
submitted by CONREP Providers that are approved by CONREP Operations

Users will add NNA/Core Service claims, based on approved frequencies and
timelines, as entered in the Care Level/Waiver tab by CONREP Operations.
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Viewing Waivers

Users may view patient specific Waiver status by accessing the Care Level/Waiver
tab. If a Waiver has been denied by CONREP Operations, users will see a “Denied
Flag” in the Waiver record. Users may only view Waivers for patients enrolled in
their program.

Waivers Add Waivers | Delete Waivers |

Service Group  Service Codes | Old Frequency | Mew Freguency | Approved Start | Bpproved End I

Step | Instruction System Response

1 Select the Patient Record.

2 Select the Care Level/Waiver tab.

3 | Click on Care Level Record. The system will display all waivers
related to that care level for the
patient.

4 | Click on the Column Headers. The system will sort the waivers in

ascending order by the Header title.

History

The History screen displays specified patient status and demographic information
changes and their date of change, which is based on users’ data entry updates.
The History screen fields are read-only and may not be edited.
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Viewing Patient History

The system allows the user to view patient history information by first locating the
patient record to be viewed and then clicking on the History tab for the selected
patient. Users may only view History information for patients enrolled in their
program.

Step | Instruction System Response
1 Select the Patient Record.
2 | Select the History tab. The system will display the history for
the patients record.
3 | Click on the Column Headers. The system will sort the records in
ascending order by Column title.

Other IDs/CI&I

Other ID’s is an optional field where users can enter a patient’s Social Security
number if desired.

Changes to CI&l numbers must be entered in the Other ID field. A CI&l number

may be changed by Department of Justice if that patient’s CI&l number is purged or
the CI&l prefix (i.e., prefixes “M” or “H”) is automated.
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View IDs/CI&I

The system allows the user to view Other ID’s/CI&l information by locating the
patient record to be viewed and then clicking on the Other ID’s button for the
selected patient. Users may only view Other ID’s/CI&I information for patients
enrolled in their program.

Step | Instruction System Response

1 Select the Patient Record.

2 | Click on the Other IDs button. The system will display the Patient ID
screen.

AKA

The acronym AKA (i.e., “also known as”) refers to other names that an individual is
known by. If a CONREP patient has AKA’s, those names will typically appear on
that patient’s Rap Sheet.
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View AKA

The system allows the user to view AKA information by locating the patient record to
be viewed and then clicking on the AKA button for the selected patient. Users may
only view AKA information for patients enrolled in their program.

Step | Instruction System Response
1 Select the Patient Record.

2 | Click on the AKAs button. The System will display the patient’s
AKA's screen.

CURRENT CONTRACTOR INFORMATION

The Current Info tab in the Contractors Screen displays location and contact
information for both active and inactive CONREP Providers and their associated
subcontractors.
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View/Search Current Contractor Information

The system allows the user to view contract information by first clicking on the
Contracts tab, and then clicking on the selected FY contract to view associated NNA
and NR contract services. Users may only view contract information for their
program.

Contracts

The Contracts tab in the Contractor screen contains information on all CONREP
Provider contracts and their associated NNA and NR services.
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View Contracts

CONREP Providers may view FY contracts by selecting the Contracts tab from the
Contractor Screen. Users may only view contract information for their program.
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Contacts

The Contacts tab contains key administrative and/or clinical personnel contact
information for all current CONREP Providers.
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View Contacts

CONREP Provider contact information may be viewed by selecting the Contacts tab
from the Contractor Screen. Users may only view contact information for their
program.

Reports

A variety of CONREP Data (CRP) System reports are available for viewing and
printing via the Reports Screen. The CRP Reports compile patient and claim data
submitted by CONREP Providers and are a means by which CONREP Providers
can monitor service utilization and contract compliance. CONREP Providers should
print reports monthly on the 16™ of the month or the first working day thereafter to
monitor for both timeliness and quality of submitted data and to ensure compliance
with contract specifications.
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Preparing/Printing Reports

The system allows the user to prepare, view and print reports specific to their
program by accessing the Reports Screen.

Step | Instruction System Response
1 Click on the Reports Button The system will display the Reports
Screen
2 | Click on the Prepare Report The system will display the Prepare
Button Report screen

Note: The system will default to the
Prepare Report Button when opening the
Reports Screen

3 | Click on the Reports drop-down The system will display a report
menu

4 | Select the desired report The system will display a parameter
and parameter value (if "applicable)
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If you ...

Then...

Want to
change the
Parameter
Value

Goto step 6

Want to keep
the default
parameter

Go to step 8

Click on the Edit button

The system will allow the Parameter
Value to be changed

Click on Save Record button

Note: clicking on the cancel button will
cancel the previously entered Parameter

Value.

The system will save the new
Parameter.

Click on the Immediate Print

Preview button

Note: use the navigator to scroll and view

report pages.

The system will display the selected
report

If you ... Then...
Click on the The system will
Print Icon print the
selected report
in its entirety
Click on the The system will
File menu allow the user
option and click | to print
on the Print selected pages
Icon of the report
Click on the The system will
Close Report | close the
button selected report

and return to
the Prepare
Report screen
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Trouble-Shooting

e Screen freezes up when Click on the Esc Key to cancel the
performing transaction transaction and data entry again.
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